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Stalc of Califor¡¡ia

Mem ora ndum

Business, Tl'ansportation a¡¡d Housi¡¡g Agency

Date:

To:

From:

File No.:

Subject:

Decenrber 16,2008

Office of Assistant Commissioner, Inspector General

DEPARTMENT OF CALIFORNIA I{IGITWAY P,A.TROL
Offrce of Investi gations

006.14419 .1 5 1 01 .commandinspectionprogram

COMMAND INSPECTION PROGRAM

The Offrce of Investigations recently completed the Command Inspection Program,:covering

Chapters 3 and 4, pursuant to HPM 22J, Please find the attached Comrnand Inspection

Program Inspectiorr Checklists for Chapters 3 and 4 and corresponding Exceptions Documents

for your review. If you have any questions or desire additional information, please do not

hesitate to contact rne,

E. J. BA

SufetJ,, Servíce, and Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ

Commancl:

OINV
Division:

ACIG
unap¡er:

3
lnspecled by:

J. Speasl
uale

1211512008

:::===::===============:=======:=:=:=============:::=======::========:==:::::::::
INSTRUCTIONS: This documenl shall be typed. Check appropriate boxes as necessary, or fill in.the blanks as indicated, Enter the chapter

number of the inspection in the Chapter lnspeclion number. Under "Foruvard lo:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to documenl innovative practices, suggestions for statewide
irnprovement, identifìed deliciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

! Corrective Action Plan lncluded

I Appeal lncluded

fl Rttachments lncluded

Follow-up Required:

n Yes Elt¡o

Forward to:
005

Due Date:
12t1912008

Commander's Signature: Date:

lnspector's Comments Reqarding lnnovative Practices:

Area is currently using standard practices.

Comrnand Su for Statewide ment:

Creation of a universal contract tracking system so Area would ensure which contract invoices have
been paid by Accounting, eliminating billing payment errors.

I or's Findi

On December 15, 2008 a Command Procurements Command lnspect¡on was peformed at the direction
of Lieutenant B. Cook pursuant to HPM 22.1. This inspection looked at four programs consisting of the
CalCard program, the X-number program, Purchases and Contracts, The inspection included all
folders and files associated with the above mentioned programs found within the Office of lnvestigations
(OINV). OSSI Maggie Peck was utilized as the Command's resource for assistance with the inspection.

Contracts, ltem #18: CHP 78S forms were not located with contracts. Contracts, ltem #30: There is no
log sheet is not currently maintained.

Cal-Card & X-number; lt was noted that some forms such as STD. 21, DGS certification letters and
STD, 204 are maintained off'site at Fiscal Management Section for regular vendors.

CHP 680lr (Rev. 09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

OINV
Division:

ACIG
Chapter:

3
lnspected þy:

J; Speasl
Date:

1211512008

Commander's Response:

s Comments:

Area will develop contract log sheet to maintain a diary o'f activities related to contracts.

Area will ensure form CHP 78S will be completed by all employees associated with the management of
contracts.

CHP 680A (Rev. 09-08) OPI 0t0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

OINV
Division:

ACIG
Chapter:

3
lnspected by:

J. Soeasl
Date:

12t15t2008

I ReviewiDecis¡on: ffhis shall be the only level of

Leadtn"pucw Date:
12t15t2008

Responding Commander's Signature (for appeal): Date:

CHP 6804 (R6v.09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Nurnber Program

Page 1of 2

Commancf:

OINV
Division:

ACIG
Number:

006
Evaluated by:

J. Speasl
Date:

12t05t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

app¡cable legal statues, or defìciencies noled in the inspeclions shall be commenled on via the "Remarks" section. Additionally, such'

discrepancieé andlor deficiencies shall be documented on an Exceptions Documenl and addressed to the nexl level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection,the''Follow-uplnspection,,¡o

TYPE OF INSPECTION

fl Division Level E Command Level

! Executive Office Lev¿r ! Voluntary Self-lnspection

Follow-up Required:
ll Yes X trlo

n Follow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X trlo Dvn Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? n Yes XNo nrun Remarks: FMS has certificates on file

for all vendors currenlly used.

3. Do X Numbers requiring a contract (i.e,, janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes nNo n N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? ffi Yes nruo I ¡l¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l lrlo l-l N¡n Remarks:

6. Are prohibited services performed using an X
Number? n Yes E Irlo n Nln Remarks:

7. AreX Numbers used forthe procurementof a
service and not the purchase of a commodity? E Yes fl No Ivn Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

n Yes D t'lo X ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

n Yes ! tlo K tU¡, Remarks:

10. Do X Numbers issued for lapsed contractual
agreernents have prior approval by the appropriate
Assistant Commissioner?

X Yes ! tlo n nla Remarks:

CHP 680E (Rsv.09-08) OPI 010



srAr' oF .ALTF'RNTA 
Page 2 of 2

DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non'smallbusiness
vendor.contain three price quotations? X Yes !No n n¡n Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small busióess certification from
the.Department of General Services (DGS)?

I Yes X t'¡o ! ruzn Remarks: FMS has certificates on file
for all venijors currently used.

13. Does the iile documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

I Yes X t'lo n ru¡n Remarks; FMS has certificates on file
for all vendors currenlly used.

14. Do emergency service X Numbers document and
justify the emergency? X Yes E tlo ! N/A Remarks:

15, ls the itemized invoice for each X Number service
maintained in the command's files? fi ves !No ! N¡n Remarks:

cHP 68oE (RoY.09.08) oPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1o'f4

Command:

OINV
Division:

ACIG
Number:.

006
Evalualed by:

J. Speasl
Date:

12t1512008
Assisted by: Date:

==:===::====:===:====:==:======: =======:===::=====::==:::==:=::::==:==::::=:::=:=
INSTRUCTIONS: Answer individuaJ items with l'Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies wlth policy,

applicable legal statues, or defìciencies noled in the inspections shall be commenled on via the "Remarks" section. Additionally' such

Ji"iiãpãn"¡"ã and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command'

Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnsoection'the'.Follow-uplnspection,'boxshallbemarkedandonlydeficientitemsneedtobe'e-iL

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l_l yes X t¡o

LJ Follow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 1 1.1, Chapter 22

t. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes I tlo Drun Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? ffi Yes !No !vn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

X Yes n ¡lo nrun Remarks:

4. ls the performance of contract services monitored
and documented? X Yes nNo ! N/A Remarks:

5. Are all copies of correspondence with the vendor
rnaintained? X Yes lNo ! N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

E Yes !No nrun Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes !No INn Remarks:

6. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 .'1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

X Yes nruo ! N/A Remarks:

CtlP 6B0F (Rov. 09"08) oPl 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services less than six

months from the anticipated start date of the contracl
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes XNo n nrn Remarks

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes DNo n n¡n Remarks:

f i. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo n N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes fJ tlo ! N¡n Remarks:

13. Are contract expenditures monitored to ensure there

are sufficient funds to pay for all services rendered
as required by conhact?

X Yes I I'lo fl N/A Remarks:

14. Does the requestor verify the contractor has fulfilled

all requirements of the contract before approving the
final invoice?

X Yes INo []vn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes !No nvn Remarks:

16. Are all applicable form sections of the CHP 78

completed? X Yes I llo nvn Remarks:

17 . Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes I tlo X ruln Remarks:

18. Are all employees assoctated with the management
of a contract completing the CHP 78S, Conflict of

lnterest Statement, EmPloYee, Íorm?
D Yes XNo fl N/A Remarks: 7BS not found within files.

'i9. Are problems concerning the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
! Yes nNo X N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes XNo l-l N/A Remarks:

CHP 680F tRev. 09.08) OPI OlO



Page 3 of 4

STATE OF CATIFORNIA

DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment requesl
more than one year? n Yes XNo n N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes I t¡o x N/A Remarks:

23. ls a service contract on a CHP TS,.Contract.Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

n Yes n ¡¡o I ru¡n Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Statf?

! Yes nNo Xrun Remarks:

25. Are California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Mainlenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

! Yes !No X Nra Remarks:

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreernents, if
the contractor andlor specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Mainlenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilalion, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Oftice Machine Maintenance and Repair
(,l3) Painting Serv¡ces (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regulaQ
(18) Telev¡sion Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

! Yes nruo X ¡¡¡n Remarks:

CHP 6BOF (R€v. 09.08) oPl 010



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are alldriver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Comrnander review?

I ves nNo x N/A Remarks:

28. ls CSU advised by the comrnand to determine if

adverse iniormation discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history inforrnation is received
regarding the contractor or the contractor' s
personnel)?

n Yes nruo x N/A Remarks;

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nruo n N/A Remarks;

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes XNo n ruln Remarks: No log.

31. ls a computer file prepared for all contracts
administered? nYes I Xruo ! N¡n Remarks: No fìle known.

32. ls a spreadsheet prepared listing all expenditures?
! Yes X tlo n n¡n Remarks: No known spreadsheet.

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes n ¡lo ! N¡n Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the conhact?

n Yes nNo K N/A Remarks: Unknown.

35, Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes !No KruN Remarks: Unknown

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes X l.lo n Nln Remarks:

37. Does Contracl work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch.4, Section 4.09) X Yes nruo !run Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

n Yes n ¡lo E nla Remarks:

39. Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes nruo X ¡lle Remarks:

CHP 680F lRev. 09.08) oPl 010



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

OINV
Division:
ACIG

Number:
006

Evaluated by:

J. Speasl
Date:

12-15-2008
Assisted by:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal stalues, or defciencies noled in the inspections shall be commënted on via the "Remarks" section. Additionally, such

discrepancieè and/or deficiencies. shall be documented on an Exceptions Documenl and addressed to the nexl level of com¡1and.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

, the " box shall be marked and only deficient items need to be

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead tnspector 
_4

- 

Ft'

Follow-up Required:
[-l Yes X tlo

! Follow-up lnspection Commander's Signature: Dale:

For applicable policy, refer to: HPM 1 1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

fl Yes X tlo E ru¡e Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor ulilized?

! Yes X tlo lvn Remarks: FMS has certificates on
file for all vendors currently used.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
ulilized?

fl Yes X trlo n Nla Remarks: FMS has certificates on file
for all vendors currently used.

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

fl Yes X l.lo n nln Remarks: FMS has certificates on file
for all vendors currently used.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

! Yes X tlo nvn Remarks: FMS has certificates on
file for all vendors currently used.

6. When fair and reasonable is utilized, is the fair and
reasonable method docurnented and properly
justified?

! Yes nruo X Nln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? fl Yes XNo fl rurn Remarks:

8. Does the CHP 317 CalCard Log fully describe the
purchase? X Yes nno ! ¡yn Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nNo ! ruln Remarks:

CHP 680D (Rev. 09-08) OPI 010



Page 2 o'f 2

STATE OF CALIFORNIA
,. DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and rnaintaine.d?. X Yes ! t'¡o Ivn Remàrks;

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo nrun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

n Yes n ¡lo x N/A Remarks: ltemized.

13. Are CalCards maintained in a secure area?
X Yes !No ! N/A Remarks: OSS1 is cardholder, only

one card.

14. Are Cal Card purchases pre-approved by the
commander?' X Yes nruo n N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes nruo !wn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes XNo !vn Remarks:

CHP 68OD (Rsv.09{8) OPI O10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Commancl:

OINV
utvtston:

ACIG
Number:

006
Evaluated by:

J, Speasl
Date:

1211512008
Assisted by: Date:

INSTRUCTIONS: Answer individual ilems with "Yes" or,l'Nol',answgrs¡ or.fill in the blanks as indicated. Any discrepancies with policy,

ãptficanfe legal statues, or deficiencies noled in thë insþections shåll ¡e cOniriiented on via the "Rernarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exceptions Documenl shall include any follow-up.and/oi correclive action(s) taken. lf this form is used as a Follow-up

-lnspection, the "Follow-up lnspection" box shall be marked and only deficienl items need to Þe re-insPected. _

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary SelÊlnspection

Lead lnspector's Signature:

Follow-up Required:

E Yes X t¡o ! Follow-up lnspection

Commander's S¡gnature: Date:

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes nNo !run Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? K Yes fJ t¡o n N/A Rernarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

f, Yes Xi t'lo nrun Remarks;

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X ves !No nrun Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? E Yes n ¡lo nrun Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes !No I ruln Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

K Yes nruo n ru¡n Remarks:

CHP 680C (Rov. 09-OB) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate.Division, and/or O.Pl approvals? X Yes nruo ! N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nNo n ¡¡n Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes ! tlo [] N¡n Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes flNo fJ r.¡n Remarks:

12. Are Lirnited Competitive Bidding purchase requests
for items that interface with existing departmental
equiprnent in compliance with SAM 3555.3?

X Yes nNo ! ¡ln Remarks:

13. Do Non-Competitive Bid (NCB) purchase reguests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nNo nNn Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nruo [ ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
withln three business days of receipt, if all items are
accepted?

X Yes n ¡lo fl N/A Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I Yes X l.lo nrun Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

K Yes ! tlo nrun Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes n ¡¡o n ¡un Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes !ruo nrun Remarks:

CHP 680C (Rov. 09-08) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion òf an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes flNo !run Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes !ruo D ru¡N Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol, ll, Ch, '11, Topic 4)

X Yes nNo ! ¡un Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, ToPic 11)

X Yes !No n ¡¡n Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes Xl tlo ! ru¡n Remarks:

CHP 680C (Rev. 09-08) OPI O10



STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

OINV
Division:

ACIG
Chapter:

4
lnspected by:

Nestor Michelena
Date:

12t16t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicaled. Enter the chapler

number of the inspection in the Chapter lnspection number. Under "Forward to:" enler the next level of command where the documenl

shall be rouled to and its due date. This documenl shall be utilized to documenl innovalive praclices, suggeslions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal fndings. A CHP 51 Memorandum may be used if

addilional space is required.

TYPE OF INSPECTION

! Division Level Xl Command Level

! Executive Office Level

I Corrective Action Plan lncluded

! Appeallncluded

I nttachments lncluded

Follow-up Required:

fJ yes X tlo

Forward to:
nnÃ

Due Date:
12t19t2008

Commander's Signature: Date:

lnspector's Comments Reqarding lnnovative Practices;

No innovative practices noted.

Cornmand S tions for Statewide lmprovement:

None.

ln ctor's Findinqs:

On December 15, 2008 a Command Procurements lnspection was performed at the direction of
Lieutenant M, Nielsen pursuant to HPM 22.1. This inspection looked at Fiscal Controls. This inspection
included allfolders and files associated with the above program found within the Office of lnvestigations
(OINV). OSSI Maggie Peck was utilized as the Command's resource for assistance w¡th the inspection.

No discrepancies or issues of concern were found.
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uommanct:

OINV
Division:

ACIG
Chapter:

4
lnspected by:

Michelena
Dale:

12115t2008

Commander's Response:

lnspector's Comments:
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Command:

OINV
D¡vis¡on:

ACIG
Chapter:

4
lnspected by:

Michelena
Date:

1211512008

A Review/Decision: shall be the onlv level of

*aansoectorffi Date:
12[tÍ\ Iz(y¿
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i1" 1''
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:

OINV
Division:

ACIG
Number:

006
Evaluated by:

Nestor Michelena
Date:

12t1612008
Assisled by:

George Gori
Date:

12116/2048

::===:== ==:=::=:=:===:==:=::===:========:=======::===:======::===:==:=:=---------
INSTRUCTIONS: .AñsWer'individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues; or defìciencies noted in the inspections shall be c-ommented on via the "Remarks" section. Additionally, such

aiscrepancieã and/or defìciencies shall be documented on an Exceptions Documenl and addressed to the ne¡t level of command.

Furlhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be rnarked anq e4y !9!cr94-!!9Írì!-!9ed to be re-

TYPE OF INSPECTION

! Division Level X Command Level

n Of¡ce of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
f Yes X ttlo ! Follow-Up lnspection

Commander's Signalure: Date:

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter 4, and HPM 11'2,
Chaoter 2,

1. ls management actively involved in reviewing and

approving paperwork related to receiving and
oreoarino collections?

X Yes nNo ! nln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and preparinq collections?

X Yes nNo n N/A Remarks:

3- Does the command have adequate separation of
duties for collections received? lX Yes [lNo N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? XlYes l-l t'lo l-l n¡n Remarks:

5. ls access to the safe and/or vault appropriately
restricted? f-l Yes l-l tlo lX ¡,IIR Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

fl Yes nNo X N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the

combination, transferred out of the Area, or no longer
reouires access?

n Yes fJ l,lo X ruI,q
Remarks:

B. ls the safe securely anchored to the building?
I Yes l-l trlo X N/A Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes nruo l-l vn Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered by the report?

X Yes nNo [] ¡lle Remarks:
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

E'Yes

(4)
(5)

Report, for jury duty.
CHP 221, Malicious Damage Report.
CHP 464, Traffic Control eost Estimate -
Advance Deposit.

16) Civilsubpoena.

nruo x N/a Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes [l tlo l-l vn Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes l-l tto f--ì ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? lX Yes ll trto lvn Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and special event detail(s)? [-l Yes f-l tlo X N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

I Yes fl No X ru¡n Remarks:

'17. ls sales tax added to items that are not for resale?
i-l Yes [-l tlo X ¡¡N Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? X Yes l-l No [-l N/A Remarks:

19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

! ves ! tlo X ruln Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? l-l Yes l-l Irlo X N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at leasl monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes ! trlo Xrun Remarks:
Completed in March of 2008.

22. ls lhe CHP 264 properly aulhorized?
X Yes f-l No [-l vR Remarks:

23, Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes n ¡lo nNn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
comrnander or desiqnated person?

X Yes n ¡lo n rula Remarks:
Completed by Lt. M. Richard

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaqement Section? [-l Yes f-ì tlo X N/A Remarks: Memo for shortage of ,02
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26. Were change funds used'tocash.checks, money
orders or cashier/travelers checks? ll Yes lX trlo [I N/A Remarlts:

27 . Are change funds over $ 1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes fl tlo nrun Remarks:

28. Are all petty cash purchases under $50?
X Yes f-l ruo l-l N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[l Yes X tlo l-l Nn R€marks:

30. D¡d the command circumvent the dollar limitation by
solittino the purchase? n Yes lX t,lo N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-'l No lwn Remarks:
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